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What 1s SAGE?

SAGE I s DCAOsS new
System for Administering Grants Electronically.

It Is a web-based application that automates the
process of accepting, reviewing & approving
applications, and managing grants.

Almost all the application and grant tasks that were
previously done on paper will now be processed
electronically in SAGE.

NJDCA
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A Initiate a new Grant Application




L
Get Access to SAGE

A All local governments are already registered in
SAGE

A Your office needs to get access to SAGE from
your Mayor*

A The Agency Authorized Official is the person
who can give you (and anyone else in your office
who needs to use SAGE) access to SAGE

Alf he/ she has | ost hi s/l

*SAGE calls this person Agency Authorized Official

SAGE ;



Forgot Your Password?

Agency

At the SAGE Login
Screen

Click Forgot Your
Password?

Welcome to

BAGE

* Srsen FOR ADwwSTERNG GRANTS ELECTROMCALLY

Authorized Official

options below:

Welcome to the State of New Jersey Departrnent of Cormmunity
affairs grant management systemn. Please choose from the list of

Miew available grant opportunities

Go tothe DCA home page
View Training Videos
Download The DCA SAGE User Manual (PDF}

W pownloads

Thic icthe Dyon'

Internet Explorer
Adobe Acrobat Reader

who has SAGE access

arant roanagement system. It is a system that re
would like to use DCA SAGE, please conty

gistered with DCA SAGE, please have your Agency Authorized Official Reguest SAGE Access, For

This procedure works for anyone |

ance, please contact the DCA SAGE help desk at helpdesk@dea.state .nj.us or (609) 292-8134,

Username: I\
Password:l

Forgot Your Password?
Request SAGE Access

you have installed a pop up
blocker, it MUST BE DISABLED before
entering the SAGE system.

authorization for access, If you do not have a
vour dgency Authorized Official who can give vou

Thank you,

Copyright 2000-2005 Agate Softwarel

S

NJDCA
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Forgot Your Password?
Agency Authorized Official

A Fill out the online form
A Click Send

The information must
— match the original
S o information in SAGE

-

Return to Previous Page REQUEST USER NAME AND PASSWORD

Instructions: Enter your name, email address, and click the Send button to have a new password gen
and sent to your email address, The e-rmail address entered on this page must match the email addr in
vour profile,

» Request User Name and Password

First Name

Last Name

Email

Poware d by IntelliGrants Copyright 2000-2005 Agate Software




Get Access to SAGE

?
A still stuck? 5
A Contact the DCA SAGE Help Desk

(email and phone number are on the SAGE Login page)

helpdesk@dca.state.nj.ug 6092928134

SAGE ;


mailto:helpdesk@dca.state.nj.us

!e! !CCGSS !O !!!!

A You will receive an email from SAGE with
youro

Username
and
Password

NJDCA
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A Login to SAGE
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Login to SAGE
When you login to SAGE, you will be brought to

your personal Start Menu

To work on any of the items in your Task List,

click the underlined hyperlink

BAGE

User dgency: Isles, Inc
Access Level: Agency Authorized Officia

Agency Info |

User: Patrick Durkin (_)J Help Logout

Welcome to the Department of Community Affairs System
for Administering Grants Electronically.

You do not have any system messages.

é---ﬂpplications

2 Task List: Actions Required

& Collapse Entire Tree 4

E---P:ppli-:ation In Process
(.2005-02352-0008

= Grants

|$I---(3:rant Armendrment Executed
| -2004-02110-0061-02
El-Grant Executed
20035-02295-1525-00

L 2006-99902-3661-00

::- Initiate an Application

Select an RFP:

I_ Apply for a Mew Grant ]

Wiew available RFPs

Search for Agency Information
® Wiew Al Agency Applications

® Wiew All Agency Grants

® Wiew All Agency FER=

o Wiew All Agency Informnation Updates
o Wiew Old Sustern Messages

Maintain Your Account

wiew Audit Log

Wiew Your Agency Information
Edit vour Contact Infarmation
Wiew Expeched Atkachrments

User Manual

11




AFi

nd
Applications

y OUTro

Grants

Financial Reports

I Information Updates

A Download the User

Manual

A Watch Training

Quick Links

| SAGE

User Agency: Isles, Inc
Access Level: Agency Authorized Officia

Agency Info |

User: Patrick Durkin | (_)j Help | Logout

Welcome to the Department of Community Affairs System
for Administering Grants Electronically.

You do not have any system messages.

::- Initiate an Application

Seled an RFP:

* Task List: Actions Required

-~ Collapse Entire Tree 4

é---#\pplications

: Iél----ﬁgpplication In Process

E-----2005—02352—ﬂﬂl]8

é---Grants
Ié|---G_rant Armendrment Executed
E-----ZDD4-D2110-DD&1-D2
Iél---G_rant Executed

: -2003-02298-1525-00

e 2006-99902-3661-00

Videos

Page.

Refer to the SAGE User Manual fc|>r
more information about the Start

Apply for a New G

Search for Agency Information
o Wiew All Agency Applications

wiew Al Agency Grants

Wiew All Agency FSR=

wiew All Agency Inforrnation Updates
wiew Old Sustern Messages

Maintain Your Account
& Wiew Audit Lag
® VWiew Tour Agency Information
# Edit vour Contact Information

* View Expected Attachments

User Manual
® Download DCA SAGE User Manual

[PDF]

Training Materals
o Wiew DCA SAGE Training Wideos
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A Get access to SAGE
A Login to SAGE
A Initiate a new Grant Application
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Initiate a NPP Grant Application

A To apply for a new NPP grant go to the
Initiate an Application box

A Select Neighborhood Preservation 2019
from the drop down list.

NJDCA
) SAGE User Agency: Isles, Inc

Acocess Level: Agency Authorized Officia
User: Patrick Durkin (_)f- Help Logout

IS EGAGERN Agency Info |

. Initiate an Application

Welcome to the Department of Community Affairs System
for Administering Grants Electronically.

Seled an RFP:

You do not have any system messages. I

[ Apply for a Mew Grant

Wiew available RFPs

# Task List: Actions Required

& Collapse Entire Tree 4 Search for Agency Information

E---F\pplications ® Wiew A:: Agency Applications 14
H R R & Wiew All Agency Grants

i [E-application In Process

® Yiew All Agency FSRs

H : 2oo0c no2ce onne ;




Initiate a NPP

rant Application
A Click the Apply for a New Grant button

BAGE

User dgency: Isles, Inc
Access Level: Agency Authorized Officia

Agency Info |

User: Patrick Durkin | (_)j Help | Logout

Welcome to the Department of Community Affairs System
for Administering Grants Electronically.

You do not have any system messages.

2 Task List: Actions Required

-~ Collapse Entire Tree 4
é---ﬂpplications
: Iél---P:ppIi-:ation In Process
: (.2005-02352-0008
E|---G:.rants
|$I---(3:rant Armendrment Executed
| -2004-02110-0061-02
El-Grant Executed
20035-02295-1525-00
L 2006-99902-3661-00

::- Initiate an Application

Select an RFP:

Search for Agency Information
Wiew All Agency Applications

I_ Apply for a Mew Grant

Wiew available RFPs

Wiew All Agency Grants

Wiew All Agency FERs

wiew Al Agency Information Updates
wiew Old Systern Messages

Maintain Your Account

wiew Audit Log

Wiew Your Agency Information
Edit vour Contact Infarmation
Wiew Expeched Atkachrments

User Manual

15



T Aplication Process

Complete the Grant Application

A Components
A Application Information
A Forms

A Budget
Submit the Grant Application

16




Complete the NPP Application

SAGE

Start Menu | Aadrmin | RFP Menu anplic

& Neighborhood Preservation 2008

Meighborhood Preservation 2008
Log #: 2008-02351-0155
Applicant: Pleasantville City
Status: Application In Process
Access Level: Read-only]

User: Matthew Cohen | 9’} Help || Motes Logout

Application #: 2008-02351-0155

General Information

RFF Type: Competitive
Application Manager: Terence Schrider
Status; Application In Process
Current Budget: $0.00

Due Date: 71372007 (Fri)

Agency Information
Wiew Applicant Information
Agency: Pleasantville City
Vendor #: W-216001018-99

/= Application Information
WL

Application Program Description
Project Objectives

Scope Of Services

Expected Attachments

[ﬂ Contacts
¥

» Control Access to Application
o DCA SAGE Review Team
# Send Email to Application Contacts

> Components

» Program Components
# Optional Cormponents
® Service Areas

E Budget Pages

_::.' Errors

Submit Application ]

Application Forms
A Collapse Entire Tree 4
E Application Instructions

11 Prograrm Description
= _,J Application Pragrar Inforrmation Farms

Staternent of Mavyor/County Official
Meighborhood Profile

----- =| Neighborhood Inventary

----- @ Existing Conditions

T

S/ Stakehalders

=| Community Organizations
Iﬁ Meighborbood Residents
----- @ Lenders

----- \% Comrnercial Area Profile
|:—:|:J Municipal Government Profile

Municipal Government Profile

Municipal Government Profile -2

----- @ Attachrnents

|:—:|_,J Apphcatmn Budget Information Forms
=| Dther Sources of Funding

. @ Certification Sheets

----- ¥ Budast Overview

Legend:
L] = . .
T Adobe Acrobat PDF I% application Form
5 Budget Page * Last Page Visited

17



Application Steps

A Verify that your Agency A Assign Contacts to work

Information is up-to- on the application
date A Complete all
A Complete the Application Forms
Components section A Develop your Budget
A Complete the A Submit the Application
Application

Information section

SAGE .



IS up-to-date

A Click View Applicant Information

SAGE

Start Menu Adrin F:FF Menu

* Neighborhood Preservation 2008

Meighbarhood Preservation 20085
Log #: 20058-02351-0155
Applicant: Pleasantville City
Status: Application In Process
Access Level: Read-only

User: Matthew Cohen t_j{; Help '__ Motes Logout

Application #: 2008-02351-0155

General Information

RFP Type: Competitive
Application Manager: Terence Schrider
Status: Application In Process
Current Budget; £0.00

Due Date: 71342007 (Fri)

gency Information

Wiew Applicant Inforration

Agency: Fleasantville City
Vendor #: V-215001015-99

Application Information

& Application Program Description
® Project Objectives

Subrnit Application ]

Application Forms
4 Collapse Entire Tree e

------ T application Instructions

é - Program Description

|_:_|_,,..-r Application Program Information Forms
----- E Staternent of Mayor/County Official
B Meighborhood Profile

----- % Meighborhood Inventory

----- Ig Existing Conditions

B/ Stakeholders

----- @ Cormmunity Organizations
----- Ig Meighborhood Residents
----- Ig Lenders

----- =| Commercial Area Profile

- Municipal Government Profile
----- % Municipal Government Profile

E| Municipal Government Profile -2
L




IS up-to-date
A Check the information

A If the information is incorrect, an Agency
Authorized Official or Agency Administrator can
edit and update the information

Back to Previous Page
Agency Applications EDIT AGENCY INFORMATION
Agency Grants

Instructions: Please complete the information below. For further instructions, please click the Help icon in the
upper right hand corner of the page.

Agency Information Service Areas

::' Agency Add I Edit I Delete I Search I Create Update

Name Mercer County

Legal Name County of Mercer

Org. # 01100

Type County

Category Local Governments

Address Street McDade Administration Building
Address continued Post Office Box 8068

Address continued

City Trenton

State M3

Zip Code 08650-0068

County (Location) Mercer 20
Municipality {(Location) 1111: City of Trenton

Legislative District {(Location) 15
Phane femay Qeaqoecd o




Complete the Components Section

+ MNeighborhood Preservation 2008

Application #: 2008-02351-0155

General Information

Agency Information

Yiew Applicant Information

Agency: Fleasantville City
Yendor #; W-216001015-99

RFP Type: Competitive
Application Manager: Terence Schrider
Status; application In Process
Current Budget: £0.00

Due Date; TA1352007 (Fri)

Subrnit Application |

Application Forms
& Collapze Entire Tree 4

1]

7~. Program Description

EI_,_..-" Application Program Information Forms
----- é Statermnent of Mavor/County Official
El_,_..-" Meighborhood Profile

----- é Meighborhood Inventory

_ - Ig Existing Conditions

B/ Stakeholders

----- I% Cornrmunity Organizations
i " Y

-

/7y Application Information
WL/

Application Program Description
Project Objectives

Scope Of Services

Expected Attachments

[ﬂ Contacts
.5

o Control Access to Application
» DCA SAGE Review Team
» Send Email to Application Conta

Components

F

® Program Components
» Qptional Components
® Service Areas

E Budget Pages

Errors

4]

Click A

Program Components}..:.

rofile -2

)n Farms

- é Dther Sources of Funding
g Certification Sheets

i D Budget Overview

Legend:
1Y =
7*: .ﬁ._du:ul:ue fcrobat POF Ig application Form
> Budget Page % Last Page Wisited

21



Program Components

A Each program component creates a
separate budget.

A You will need to create two components
from the Program Type/Sub-Type drop-
down menu:

A Phase |
A Year One

NJDCA

SAGE 22



Complete the Components Section

A Select the
Program
Type/Sub-

Type

A Complete the
remaining
fields

A Click Save

Return to Application Menu APPLICATION PROGRAM COMPOMENTS

Instructions: FPlease complete the information below. For further instructions, please click the Help iconpn

upper right hand corner of the page.

Program Components Optional Components Service Areas

::' Add a program component to this application:

Program TypefSub-Type >+<

Name |Main Street Target Area
Location |Main Street Area
Address

Address {continued)

|

|
City |
Zip Code I:I
State
Room # I:I

* = Required Field

Save ]_ Cancel l

Cancel

SAGE

23




Complete the Components Section

A Select the

P o g Fam Return to Application Menu APPLICATION PROGRAM COMPONENTS

Instructions: Please complete the information below, For further instructions, please click the Help icon in

Typelsu b_ upper right hand corner of the page,
Ty p e Program Components Optional Components

Add a program component to this application: Cancel

Service Areas

Program Type/Sub-Type |vaar 1 #
A Complete the rear )
Name |Main Street Target Area |*

remaining e Sooat e
erIdS Address

Address {continued)

A Click Save

Zip Code
State
Room #

|
|
|
[ ]
]

* = Required Field

SAGE 4



Complete the Components Section

Instructions: View/Edit the service areas benefiting for the selected progr

Click on the

. Municipalities, and Leqgislative Districts tabs, To wiew/edit the service areas
Se rV I C e A r eaS component, click the Service Areas tab,
tab

Click on the
Municipalities
tab, select and
highlight your
County

Click on the
List button

ng for another po

Program Components Opticnal Components Service Areas

= -
#° Service Area

Program Component Information

Name Main Street Target Area
aram TypefSub-Type Phase I

tab is used to view/add municipalities in which this program component is servin

Municipalities Legislative Districts

:I- Areas Benefiting

i Burlington

0a00: Curnberland
! Essex




1. Highlight

Complete the Components Section

your

Municipali

ty

Click on
the add
button

Retwrn o Gpplicaibfion FHemo PROGRAM COMPONENT SERYICE AREAS

BEMEFITIMG

Instructions: View/Edit the service areas benefiting for the selected program component on the Counties,
Municipalities, and Legislative Districts tabs, To view/edit the service areas benefiting for another program
cormponent, click the Service Areas tab,

Program Components Optional Components Eorvfos Armeas

Program Component Information

Name Main Street Target Area

Program Type/Sub-Type Phase |

The Municipality tab s used to view/add municipalities in which this program component is serving.

Counties [ Flumbeimaltd e

Legislative Districts

County: 0100: Atlantic y
0200 Bergen
0300: Burlingtan

0400: Camdan
w

Municipality: 0500 Cape May - 0513: Borough of West Wildwood A
0500: Cape May - 0515 Borough of Wildwood Crest

0500 Cape May - 0516 Borough of Woodbine

0500: Cape May - 0502 City of Cape Ma

5 0507 tv of Morth Wildwood
0500: Cape May - 0509, City of Sea Isle
0500: Cape May - 0514 City of Wildwood
0500: Cape May - 0508 Ocean City
0500: Cape May - 0504 Tawnship of Dennis
0500: Cape May - 0505 Township of Lower

| €

SAGE :



Application Information Section

A Click Application Program Description

Meighborhood Preservation 2008

Submit Application ]

Ap

Ge

Ag

plication #: 2008-02351-0155

neral Information

RFP Type: Competitive
Application Manager; Terence Schrider
Status; application In Process
Current Budget; $0.00

Due Date; 71352007 (Fri)

ency Information

Wiew Applicant Information

Agency: Fleasantville City
Vendor #; V-21e001015-99

=Y

WL

Application Information

Application Program Description
Project Ohiectives

Scope Of Services

Expected Attachrments

Application Forms
& Collapze Entire Tree 4

------ 7:. Application Instructions

e 7:. Program Description
El_,..J Application Program Information Forms
----- é Staternent of Mavor/County Official
B Meighborhood Profile

----- é Meighborhood Inventory

----- Ig Existing Conditions

B/ Stakeholders

----- I% Cornrnunity Organizations
----- I% Meighborhood Residents
----- Ig Lenders

----- I% Cormrnercial Area Profile

- Municipal Government Profile

Municipal Government Profile

----- E Municipal Government Profile -2
- é Attachments

I'—_'I_,J Application Budget Infarrmation Forms

Ll Lo 1

SAGE
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Application Information Section

A Click Edit

A Enter the appropriate
iInformation in the fields
provided

A Click Save

Return to Application Menu EDIT APPLICATION PROGRAM
INFORMATION

Instructions: Please complete the information below, For further instructions, please click the Help icg
upper right hand corner of the page.

Application Program Description Project Objectives Scope Of Services

::- Application Program Information Cancel

Application Title Pleasantville Neighborhood Preservation Program *

Program Description to provide assistance for neighborhood

Complete this sentence: revitalization activities in the Main Street Target
This award will provide funds... |5,

ag of 250 Characters®

* = Required Field

28



Application Information Section

A Click the Objectives tab

A Enter information into the fields

A Click Save for each Objective

Return to Application Menu OBIECTIYES

upper right hand corner of the page. Objectives should be specific, measurable attainable, realistic, a
ariented,

Objectives Scope DOf Services

Application Program Description
 Add Objective:

Number I—*

Short Description |

E

3l

Detailed Description

=

ili] of 500 Characters®

13l

Methods

=

] of 500 Characters®

Evaluation ﬂ
B
oo of 500 Characters
Application Program | ;l
Component

Instructions: Please complete the information below, For further instructions, please click the Help i icon in
d

Save Cancel

Required Field

29



OBJECTIVES

2 Neighborhood
Needs Assessment

4 Five-year Work
Plan

ons, please click the Help icon in th
nable, realistic, an é

an NPP Coordina!

Assess the needs of  Windshield
the Bradley Park survey,
neighborhood viaa  community
variety of means but  meetings,
particularly a questionaires,
windshield survey surveys,

assessing housing
conditions and
consultation with
Township Engineer
regarding
infrastructure.

progress
The Bradley Park The planning
Nelghborhood process wil
Preservation Program  study the

S Year Work Plan will  origins of the
present the results of Bradley Park

3 collaborative effort  NPP Steering
amoung neighborhood Committee,
residents, government the historical
officials, private sector and physical
partners and others to description of
revitalize the Bradley the

Park coenmunity neightorhood

formance Measure(s) Application Program
Component

Bradley Park NPP

Process will be evaluated
and product reviewed by 3
Bradley Park NPP Steering
Committee.

Bradley Park NPP

Bradley Park NPP

The 5 Year Work Plan wil
be evaluated by the
Steering Committee, select
government officials and
others through an inclusive
drafting process resulting
in a concensus final
document. The action pian
and budget will be
evaluated by the NPP
Coordinator and select
government officials and

Bradley Park NPP

NJDCA

SAGE




~ Completethe

Application Information Section

A Click the Scope of Services tab
A Enter your Scope of Services in the text box
A Click Save

Return to Application Menu Scope Of Services

Instructions: Please complete the information below, For further instructions, please click the Help icon in
upper right hand corner of the page. Scope Of Services should be specific, measurable, attainable, realistic
time oriented.

Application Program Description Objectives Scope Of Services

» Add ScopeOfService: Cancal

Scope Of Service

31

oo of 4000 Characters®

* = Required Field Cancel
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Start Menu | Admin | RFP Menu | Application Menu

Return to Application Menu

Instructions: P

Scope Of Service

nent and mair
ime homebuy

n partnership with
ps in preparing

SAGE




application (if needed)

A Click Control Access to Application

— T =

- @ Other Sources of Funding

Agency Information ----- I% Schedule & Personnel Cost
View Applicant Information - = schedule B: Consultant/Professional Costs
Agency: Mercer County ----- I% Certification Sheets
Yendor #: Y-2160005856-99 i O Budget Overview

Application Information

e

Legend:
b = . .
EI Adobe Acrobat PDF Ig Application Form
> Budget Page *= Last Page Visited

Application Program Description
Project Objectives
Scope Of Services
Expected Attachrmments

lﬂf Contacts
)

» Control Access to Application
 DCA SAGE Review Team
* Send Ernail to Application Contacts

Components

P

- | WINPT N W U N

SAGE
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application (if needed)

2 - ClickGrant This User
Access

1 - Select from the drop
down lists

S— NJDCA 34




